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Work-Based Education Pupil Accounting Issues
In- and Out-of-District Placements

A work-based learning education program provides pupils with supervised work experience,
school-to apprenticeship training, and other various school-related programs within the district.
The primary purpose of a work-based learning placement is to educationally benefit the pupil and to
ensure that the placement is an integral component of the pupil’s educational program.  A pupil
participating in a work-based education program may be counted in membership for purposes of
generating state aid funding.

Why is documentation needed?
● To determine that the placement is in the best educational interest of each individual pupil and is

related to the objectives specified in the pupil’s educational program.
● To ensure that all parties involved (student, employer, district, etc.) are aware of their expected

responsibilities and involvement in the program.
● To substantiate the membership claimed for the placement and thus protect the state aid received for

that placement.

What documentation is needed?

● Training Agreement ****NOT required for In-District Placements****
Contains personal information and specifies responsibilities of the pupil, employer, parent(s), teacher
coordinator, and school district.  Sample form for In-District Placement is attached.

● Training Plan
Details specific job tasks to be learned by the pupil.  Identifies criteria used to evaluate the pupil.
Demonstrates how the placement is related to the pupil’s instruction and how it fits into the pupil’s
educational program.

● Attendance Records
Either the employer or a school representative (for In-District Placements) should be responsible for
maintaining and verifying daily records of the pupil’s attendance.

● High School Credit
The school district should develop a policy that addresses appropriate high school credit that will be
granted for the time spent in work-based programs and In-District Placements.  Also, the maximum
hours per school day the pupils may participate is determined by the district’s policy.

How is state funding generated?
● The time pupils spend participating in work-based education programs may be considered “instructional

time” for purposes of meeting the minimum hours of instruction needed to claim a pupil as for full (1.0)
FTE.  Districts receive foundation dollars based on total pupil membership reported on the two count
days on an FTE basis.  Count periods are very important!!!

Without proper documentation, what does a district have to lose?
● Generally, an auditor representing the intermediate school district will audit pupil membership counts and

supporting documentation.  With the absence of proper documentation for pupils enrolled in work-based
education placement, the FTE claimed for that placement may be deducted from the district’s total
membership, thus resulting in a state aid adjustment.


